State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Junior Inspector of Automotive Equipment 2020-6871-xxx 500xxxXX 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/Fleet Management Branch/Sacramento Shop
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
12
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Mark Storz Mobile Equipment Superintendent |
APPROVED BY (Personnel Analyst's Name) DATE
Donna Aguilar 4/27/12
Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under the supervision of the Sacramento Mobile Equipment Superintendent |, the Junior Inspector
of Automotive Equipment works within the Sacramento Metropolitan area performing inspections
for the Departments Mobile Equipment Assets.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular,
consistent, and predictable attendance; exercise good judgment and initiative, work independently
with supervision; provide quality customer service; and exercise good judgement.

40% Schedule Sacramento area sedans, pick-ups, heavy duty trucks, nautical equipment and off road
heavy equipment for routine services, smog checks and repairs with various vendors; visually
perform routine inspections prior to mobile assets going to vendor, create and communicate list of
repairs for vendors, perform post repair inspections to ensure quality control; drop off and pick up
mobile equipment assets at various locations throughout the Sacramento and Stockton areas and
at times throughout the field divisions. Incumbent will be required to operate motor vehicles on
public roadways, which may require travel.

30% Retrive repair parts quotes, pick up and delivery of repair parts to mobile equipment shops, filing
paperwork, and answering mobile equipment shop telephones.

20% Create Job Orders within the SAP Preventive maintenance module, create requisitions and maintain
excel spreadsheet for tracking routine services and smogs.

10% Retrieve accident damage estimates for vehicles involved in accidents and assist in preparing
reports for management.

SUPERVISOR’'S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Mark Storz >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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SPECIAL REQUIREMENTS

Incumbent is required to work independently and must maintain a current California Class C
driver's license and be willing to travel on occasion throughout the State. Respond quickly and
accurately to requests for information from the Fleet Management staff. Interact with various levels
of DWR staff.

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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Under the supervision of the Sacramento Mobile Equipment Superintendent I, the Junior Inspector of Automotive Equipment works within the Sacramento Metropolitan area performing inspections for the Departments Mobile Equipment Assets. 

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with others; maintain regular, consistent, and predictable attendance; exercise good judgment and initiative, work independently with supervision; provide quality customer service; and exercise good judgement.

Schedule Sacramento area sedans, pick-ups, heavy duty trucks, nautical equipment and off road heavy equipment for routine services, smog checks and repairs with various vendors; visually perform routine inspections prior to mobile assets going to vendor, create and communicate list of repairs for vendors, perform post repair inspections to ensure quality control; drop off and pick up mobile equipment assets at various locations throughout the Sacramento and Stockton areas and at times throughout the field divisions.  Incumbent will be required to operate motor vehicles on public roadways, which may require travel. 

Retrive repair parts quotes, pick up and delivery of repair parts to mobile equipment shops, filing paperwork, and answering mobile equipment shop telephones.

Create Job Orders within the SAP Preventive maintenance module, create requisitions and maintain excel spreadsheet for tracking routine services and smogs.  

Retrieve accident damage estimates for vehicles involved in accidents and assist in preparing reports for management.
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Incumbent is required to work independently and must maintain a current California Class C driver's license and be willing to travel on occasion throughout the State.   Respond quickly and accurately to requests for information from the Fleet Management staff.  Interact with various levels of DWR staff. 

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Mark Storz
	employee name: 


